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Nellie M. Gorbea
ABOUT US Secretary of State

HOPE!
The Rhode State Archives and Public Records Administration is
part of the Division of Archives, Library, and Public Information
within the Office of the Secretary of State. We are responsible
for the following:

» The State Archives preserves and makes available for
research Rhode Island's historical public records from
1638 — present;

* The Public Records Administration provides records
management assistance and storage services to state
agencies; and

*  We also provide advice on records management to Local
Government.
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Secretary of State
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IS IT A PUBLIC RECORD? Nellie M. Gorbea

Secretary of State

HOPE

The crucial factor in deciding whether a document is a
public record depends on its function and contents, not
the physical means used to create, send, and keep the
document. (Reference: R.I. Gen. Laws § 38-1-1.1).

Questions to ask yourself:
1. Do the contents concern public business?
2. Does it serve a public function?

3. Whose office is it from?
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IS IT APUBLIC RECORD? Hellie M. Gorbea

Secretary of State

Public Records can be any media and come in
many forms, such as:

Correspondence

. Spreadsheets Plans and blueprints
[paper, email, text documents]

Maps/GIS Textual documents Web content, blogs

Diagrams, drawings,

Work Calendars pictorial and graphic Photographs and film
works

Sound recordings Databases Video recordings

00006000
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WHAT IS RECORDS Nellie M. Gorbea
MANAGEMENT? Secretary of State

HOPE

1. Management of records and information that support
the short-term business and long-term interests of an
organization;

2. Classification, filing, storage, retention and disposition
policies (preserve or destroy); and

3. The care of records for their entire life cycle.
! Create or ! Use and ! Transfer ! :
Receive File and Store Dispose
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WHY RECORDS Nellie M. Gorbea
MANAG EMENT? Secretary of State

We manage Public Records because they:

* Provide documentary evidence of all agency
business activities;

« Enhance government transparency,
responsiveness, and public trust;

* Ensure continuity of government operations,
recovery from disasters;

« Protect state and citizen rights and interest;

* Promote better grounded agency decision making;
and

Preserve institutional memory.

WHAT IS YOUR ROLE? Hellie . Gorbea

Secretary of State

Agencies bear responsibility for the establishment of
records management programs and for the proper
management of their records.

(Reference R.l. Gen. Laws § § 38-3-7 and 42-8.1-17).

This means that as an agency you are responsible for:

1. Creating records that are complete enough to
document all legally mandated activities; and

2. Maintaining records of policies, decisions, and
transactions.
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WHAT IS YOUR TEAM’S :
Nellie M. Gorbea
ROLE? Secretary of State

You need to ensure that your team is knowledgeable
about how to ...

— Identify public records in all media for appropriate care;

— Organize/classify and file records in a consistent way across
the agency so that you and your staff can retrieve them
quickly when you, fellow workers, other agencies, or the
public needs to consult them; and

— Maintain records in good order and condition so that they
remain usable for as long as they need to be retained.
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OUTCOMES OF POOR |
RECORDS MANAGEMENT Nellie M. Gorbea

Secretary of State

1. Aninability to properly perform the core mission;

2. Aninability to resume operations after a disaster;

3. Legal penalties for failure to find and produce
records;

4. Public distrust due to inability to produce

controversial or requested records; and
5. Costs for remediation of damaged records that have
not yet met retention.
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RECORDS
RETENTION

Nellie M. Gorbea
Secretary of State

HOPE
1. Records Retention Schedules provide specifications

concerning how long each type of agency record or
file needs to be kept, and when it can be destroyed.

2. Two types of Retention Schedules

a. General
b. Agency Specific

3. All Retention Schedules are approved the State
Archivist, Attorney General, and Auditor General
(R.I. Gen. Laws § 38-3-6)
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FILE NAMING - .
Nellie M. Gorbea
USING YOUR SCHEDULE Secretary of State
» Keep file names short, but < Use leading zeros when
meaningful. using
« Use only alphanumeric sequential numbering.
characters. * Don’t overwrite file
+ Do not use spaces. extensions.
« Put the most important * Be consistent.
inform ation firSt. Standardized Date Format Short, Meaningful Description Version
* Include dates and format l l
th em cons | Ste ntly YYYYMMDD_ContentDescription_Version.ext
* Include a version number. \ /‘ I
) Department of State | Office of the Secretary of State
[
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HOPE

File Extension
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RECORDS RETENTION el
ellie M. Gorbea
SC HEDULE Secretary of State

Department of Business
Record ﬁnawcmmuwmw

Series Fhmwm“w‘wwm Record Series Name
Number
n: | and Review (beremaficr Fire Boand) has the

eepon by o 0 ,.nu RORSThc o ot ppeals for vacace, fiom ceria aspect of the
State Fire Safety Code are granted o¢ not as per RIGL §23-283-5, Upon the adoption of
the Fire Safity Code, there was the realization that certin
rendes striet compliance impossible. The aforcmentioned
buikding awness and/oe operatoes to request selict from specific clauses of the Fire Safery
Code. “The Board then eonsiders whether of ot 0 grant these variances, which may tike

sons would anse that woukd
csablishes 3 proccdure foe

various forms. A vasance of time may be granted fo gve an owner/operator time i
comply with some aspect of the Fire Code that 3 sructure is b0t yet cquipped for. A Record Series
vanance may abo be grnted for strictural bardship of snct complunce o umpossble inti

because of the cxisting structure of the facilty. A varnce may alo allow foe an alternative Description

method of compliance with the intent of the code if the usual method is not feasible for a

particular structure. The Board has the authosty to. render decisions oa appeals for

variances and holds hearings 1o determine whetber or ot to grant them. The reeonds in this

. scricsinchude the decisinns tssucd by the Board. The Fire Safety Code Boand of Appeal and
Retention Review peovides 1 copy of each decisson rendered o the State Fare Marhal

Period Retenton:  Retain ten (10) years afer the conchussan of the code eyele uader

. which the varince was granted or
(How long it

Ntz Per § 23-28.3-5 () A property imdeed mused of al rariations mode sl be ey in the ffe of the

must be kept) aan mw."’..m and sholl be pen to publc impetion. (The State Vire Marshal rtain the rosnd
FB2 Variance Application Files

Buiding cwners and/or operators peovide the Fire Bourd with applieations when secking
variances in the Fire Safety Code as per RIGL $23.28.1.6 The applications coatain
background infoemation on the structure involved and other documents.  Additonal
documents m support of the appheation owided during the hearng, ‘The files may
inchude bul are oot limited 1o, applhicatic hD.\l out by building owners and/oe
operatoes, copics of the most recent plan nspecton repont foe the subieet
Didng (empard by the S o Ll Fit Marabafs fB) st carepondonce o
plans.

4) Granted or denied variances
Retention: Retan theee (3) years after the maiking date of the Administrative
P2t
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RECORDS DESTRUCTION Nellie M. Gorbea

Secretary of State

Certificate of CRD is approved
Records Destruction and signed by State
(CRD) is Submitted Archivist and a

based on Retention designated Agency
Schedule representative
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IMPLEMENTATION - .
Nellie M. Gorbea
ORGANIZING YOUR FILES Secrefary of State

1. Do:

» Folder records, label folders and boxes using your
Records Retention Schedule; and

e Use standard sized records boxes.
(1.2 cu. ft. can store letter/legal files)

2. Do not:

» Store loose, unidentified files;
» Just keep everything; or
» Use large bankers boxes or odd boxes.

3. Rules of thumb:
* Canyou lift it?
*  Pack like with like.
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IMPLEMENTATION - .
Nellie M. Gorbea
STORAGE STRATEGIES Secretary of State

1. Non-Permanent Records
a. Onyour premises — for as long as they are being actively
used, and are organized and maintained, and secure.

b. State Records Center - for state agencies - records that
are infrequently or no longer consulted.

2. Permanent Records

a. Permanent state agency records are eligible for transfer
to the State Archives.

b. Local Governments are responsible for storing and
preserving their permanent records.
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HOW WE HELP Nellie M. Gorbea

Secretary of State

1. Your Records Retention Schedule

1. Assist your Agency in the creation of a schedule; and

2. Provide guidance on using the schedule for best records
management.

2. Off-site Records Storage and guidance on on-
site storage best practice

3. On-site agency specific workshops and
assistance

4. Records Management Policy Review and

Guidance
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IN REVIEW Nellie M. Gorbea

Secretary of State

HOPE

1. You create, send, receive, and store work-related
information...You are a records manager.
2. You are responsible for:

a. Records Management Accountability;

b. Public Records maintenance in any format;
c. Records Retention Schedules;
d

Timely Disposal of non-permanent Public
Records; and

e. Records Preservation procedures for long-term
and permanent records and information.

Department of State | Office of the Secretary of State
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Nellie M. Gorbea
Secretary of State

Questions?

STATE ARCHIVES
statearchives@so0s.ri.gov

STATE RECORDS CENTER
records@sos.ri.qov

Phone: 401-222-2353
Fax: 401-222-3199

33 Broad St. Providence, RI
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